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POLI CE COMMUNI CATI ONS OFFI CER |

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is entry level communications work in nonitoring and
operating the police radio system and related energency
conmuni cation equi pment. Empl oyees of this class have the
responsibility of maintaining the |ocation of officers on patrol
or at the scene of offenses, dispatching and assigning
priorities to calls for service in accordance with established
policies and procedures, and providing information to duty
of ficers. Enpl oyees of this <class nmamintain records of
adm ni strative and service calls, operate conmputer termnals in
obtaining information regarding offenders and vehicles as
requested by officers, and prepare records and reports of
service calls and conplaints. Following initial training, these
enpl oyees are expected to work with sone independence in nost
aspects of their work, although a higher ranking officer or
supervisor is available to provide guidance or instruction in
unusual situations.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Monitors police radio traffic and calls for emergency services;
keeps track of the location of officers on duty; receives
reports of conplaints and requests for service; applies
established priorities and procedures in dispatching officers to
calls for service; assigns backup units; notifies supervisory
and special unit personnel of calls for service in accordance
with established procedures; and arranges for satisfaction of
calls for additional assistance. Maintains records of service
and conplaint calls, classifying calls for service according to
est abl i shed codes; operates conputer term nal in requesting or
reporting information regarding offenders and vehicles and in
entering data; and comrunicates by teletype with other |aw
enf orcement agenci es.

Monitors direct lines, bank and other alarm signal boards;
mai ntains files to facilitate speedy responses by assigned
of ficers; and assists conplaint clerks in receiving inconing
conpl aint and service request calls.

Perfornms any rel ated duties as assigned.

NECESSARY KNOWLEDGES, SKILLS, AND ABILITIES

Knowl edge of the street system and geography of the city and
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adj acent areas.

Sone know edge of the principles involved in the operation of
radi o, tel ephone, and rel ated emergency comruni cati on equi pnment.

Ski |l in the operation of communications equipnent and
al pha- nuneric conputer term nals.

Ability to operate radio and tel ephone equipnent quickly and
accurately under heavy | oad conditions.

Ability to speak clearly and concisely in a well-nodul ated voi ce
and to use good diction.

Ability to think and act quickly, calmy, and with accuracy in
enmer gency situations.

Ability to maintain required records and reports.

Ability to establish and maintain effective work relationships
with the public and with other enployees.

QUALI FI CATI ON REQUI REMENTS
Unl ess ot herwi se specified, all requirenents nust be net before

adm ssion to exam nation.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must present High School/ Vocational/ Technical or College
certificates verifying satisfactory conpletion of at |east two
(2) conputer / word processing cl asses.

Must have had no felony convictions.

Must present a certificate verifying the ability to type 30
words per mnute (net).

After offer of either enploynent or pronotion to a position nust
nmeet and maintain any nmedical and physical fitness standards
desi gned to denonstrate good health and the physical ability to
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perform the essential duties of the position,
accommodati on, as determined by a qualified
and adm ni stered by the Appointing Authority.
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with or wthout
medi cal physician

LY 09-27-77
Rev 11-15-84
08-25-88

05- 31-89/ 10- 18- 89
07-10-90

06-02-94

03-30-95

05-13-03

11- 09-



